













Received	19	September	2013	Revised	11	February	2013	Accepted	21	April	2015		The	article	contains	the	description	of	automation	function	technologies	realized	in	the	work	of	a	dean's	office.	The	main	functions	realized	by	a	dean's	office	in	the	course	of	its	activity	 are	 shown	 in	 the	 article;	 the	 main	 functions	 realization	 in	 the	 system	 of	electronic	 document	 flow	 "1C	 University"	 is	 presented.	 The	 application	 of	 electronic	document	flow	systems	promotes	the	improvement	of	quality	and	efficiency	of	a	dean's	office	work	due	to	the	decrease	in	time	spent	on	the	processes	of	collecting,	processing	and	obtaining	required	information;	allows	to	carry	out	dean's	office	functions	at	a	more	technological	level,	simplifying	the	procedure	of	processing	the	data	used	in	the	course	of	 educational	 process,	 automating	 the	 formation	 and	 preparation	 of	 necessary	documents	 (test	 and	 examination	 papers,	 certificates	 of	 training,	 orders,	 etc.)	 for	printing.	
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a	higher	education	institution	and	other	regulations.	As	 for	 the	 direct	 organization	 of	 educational	 activity,	 the	 dean's	 office	 runs	 the	educational	 process	 at	 a	 faculty;	 carries	 out	 planning	 and	 direct	 management	 of	educational,	 methodical,	 and	 research	 work	 at	 a	 faculty;	 along	 with	 chairs	 of	 a	faculty	 develops	 and	 implements	 curricula	 and	 programs,	 individual	 plans	 and	training	schedules	for	certain	students;	keeps	record	of	student	contingent	studying	at	 a	 faculty	 and	 their	 educational	 progress;	 monitors	 students’	 educational	 and	production	practices;	draws	up	a	 schedule	of	 studies	and	supervises	 its	execution;	keeps	in	check	examinations	and	tests	process,	coordinates	the	work	of	faculty	with	the	work	of	other	divisions	 in	a	higher	education	 institution;	arranges	 the	work	of	commissions	 to	 issue	 scholarships	 of	 all	 types	 in	 compliance	 with	 the	 regulation	documents;	 supervises	graduate	 students’	 training	and	 staff	members	work	aimed	to	 improve	 their	 professional	 development;	 provides	 office-work	 and	 document	flow	at	a	 faculty,	etc.	(Zeleyeva	&	Mehdi	Vahedi	2012;	Aflyatunov,	 	2014;	Ragulina,	2004;	 Tikhomirova,	 2013;	 Yarema	 &	 Muslov,	 2008;	 Sharifzyanova,	 Shtreter	 &	Nauryzbayeva,	2015).	The	 work	 of	 an	 innovative	 higher	 education	 institution	 in	 the	 context	 of	specialists’	 training	 quality	 improvement	 sets	 new	 tasks	 for	 dean's	 offices	 work	advancement,	 including	 their	 work	 automation,	 in	 particular,	 due	 to	 the	development	 of	 information	 exchange	 (Safonov,	 2013;	 Vlasova,	 Kirilova	 &	Masalimova,	 2015).	 The	 dean's	 office	 of	 a	 modern	 educational	 institution	 has	 to	represent	 an	 open	 system	 the	 components	 of	which	 constantly	 interact	with	 each	other	 and	 with	 the	 elements	 of	 other	 divisions	 (Aflyatunov,	 2014;	 Latukh	 &	Pushkaryov,	2012).	This	system	has	to	become	the	link	providing	multilevel	system	of	 collecting	and	accounting	of	 information	on	all	 students	of	 a	 faculty,	 creation	of	the	unified	information	space	providing	effective	exchange	of	 information	between	all	divisions	of	a	faculty	and	higher	education	institution.	When	 it	 came	 to	 the	 selection	 of	 such	 system	 the	 preference	 was	 given	 to	electronic	 document	 flow	 systems	 (EDFS)	 (Uvarov,	 2009).	 The	 analysis	 of	 their	opportunities	showed	that	they	most	fully	correspond	to	the	dean's	office	functions	stated	above.	The	 electronic	 document	 flow	 system	 (EDFS)	 is	 a	 computer	 program	 (the	software,	 system)	 which	 allows	 to	 arrange	 the	 work	 with	 electronic	 documents	(creation,	change,	search)	and	interaction	between	employees	(a	document	transfer,	delivery	 of	 tasks,	 sending	 notices,	 etc.)	 (Glushchenko,	 2011;	 Hodak,	 2009;	Kadnikova,	2014;	Kulikova,	2013;	Kuznetsov,	2014;	Kuznetsov,	2015;	Ovchinnikov,	2014).	Also	EDFS	is	called	EDMS	(Electronic	Document	Management	Systems).	It	is	possible	 to	 study	 the	 review	 of	 EDFS,	 for	 example,	 in	 (Glinskikh,	 2001;	 Kolesov,	2009).	Let	us	note	that	today	modern	EDFS	tends	to	transit	to	the	ECM	type	–	Enterprise	Content	 Management	 –	 "management	 of	 corporate	 information	 resources	 (the	content,	 filling)".	 This	 concept	 is	 slightly	 broader	 than	 EDFS.	 ECM	 implies	 a	 set	 of	technologies,	 tools	 and	 methods	 used	 to	 collect,	 manage,	 accumulate,	 store	 and	deliver	 information	 (content)	 to	 all	 consumers	 in	 the	 organization	 (Dyachenko,	2012;	Dyachenko,	2013).	





application	reduces	significantly	the	time	of	access	to	data,	excludes	duplication	and	facilitates	the	drawing	up	of	reporting,	main	documents	(orders,	instructions,	office	memos,	etc.),	statistical	data	processing,	formation	of	staff	members’	academic	load,	monitoring	 of	 progress	 and	 attendance,	 work	 with	 curricula,	 formation	 of	documents	of	the	state-approved	format	on	the	higher	education,	the	notification	of	staff,	 employees	 and	 students	 on	 the	 basis	 of	 notification	 subsystem	 application,	automatic	selection	of	vacancies	for	graduates,	etc.	There	was	applied	 the	method	of	modeling	 to	research	 the	opportunities	of	 the	specified	 configuration.	 It	 presented	 the	management	 automation	 in	 the	 form	of	 a	purposeful	and	organized	process	aimed	to	implement	dean's	office	functions.	There	was	specified	the	subject	domain,	operating	and	operated	objects,	direction	of	flows	of	 the	 operating	 information,	 etc.	 All	 this	 was	 realized	 in	 the	 form	 of	 a	 computer	model	created	with	the	application	of	the	configuration	"1C:	University".	
RESULTS		The	application	of	"1C:	University"	in	the	dean's	office	activity	showed	that	it	may	provide	the	automation	of	the	following	dean's	office	functions.	1)	Obtaining	information	on	students	(personal	data,	academic	progress,	etc.)	For	 this	purpose,	 it	 is	 required	 to	select	 the	report	 "Student’s	personal	 card"	 in	the	section	"Students’	structure	management"	(Figure	1).		
	



































Figure	8.	The	created	certificate		3)	Automation	of	the	contingent	list.	So,	 for	 example,	 the	 report	 "Data	 on	 the	 contingent	 enrollment"	 (Figure	 9)	 is	intended	to	display	the	information	on	the	contingent	enrollment.	
	










These	 data	 can	 be	 used	 to	 calculate	 salary	 in	 "1C:	 Salary	 and	 human	 resource	management".	 To	 realize	 this	 function	 "1C:	 University"	 provides	 the	 possibility	 to	import	the	data	to	the	configurations	"1C:	Salary	and	human	resource	management"	and	1C:	"Salary	and	personnel	resources	of	the	budgetary	institution".	On	 the	 basis	 of	 students’	 individual	 progress	 data	 the	 following	 reports	 can	 be	made:	 "	 Assessment	 report";	 "The	 list	 of	 persons	 not	 admitted	 to	 certification";	"Average	values	of	certifications	results";	"Data	on	test	results";	"Student’s	progress".	The	 report	 "Assessment	 report"	 is	 intended	 to	 display	 the	 information	 on	certifications	results	obtained	within	educational	process.	The	report	"The	list	of	persons	not	admitted	to	certification"	is	intended	to	display	the	information	on	the	students	who	are	not	admitted	to	certification	in	the	discipline	according	to	the	results	of	a	certain	period	of	control.	The	 report	 "Average	 values	 of	 certifications	 results"	 is	 intended	 to	 provide	 the	information	on	average	values	of	progress	according	to	the	results	of	one	or	several	types	of	control.	The	 report	 "Student’s	 progress"	 is	 intended	 to	 provide	 the	 information	 on	student’s	progress	throughout	the	entire	period	of	training.	6)	Automation	of	individual	record-keeping	of	students’	attendance.	The	 document	 "Attendance"	 displays	 the	 information	 on	 students’	 training	sessions	attendance	of	each	discipline	within	a	certain	period	of	control.	The	access	to	 the	specified	document	 is	provided	 through	an	educational	process	 log-book	 the	reference	 to	 which	 is	 located	 on	 the	 navigation	 panel	 in	 the	 section	 "Students’	structure	management".	7)	 Automation	 of	 processes	 connected	 with	 students’	 job-training	 practices	 of	different	types.	Students’	job-training	practice	is	a	component	of	the	general	educational	program	of	a	higher	education	and	consists	in	students’	vocational	and	practical	training.	The	goals	and	volume	of	practice	are	defined	by	the	federal	state	educational	standards	of	the	higher	education.	The	 function	of	 job-training	practice	control	 is	realized	 in	 the	configuration	 "1C:	 University".	 The	 document	 “Job-training	 practice	 orders”	 is	 the	main	document	of	the	control	subsystem	for	conducting	students’	practices.	Besides,	some	other	reports	are	realized	in	this	subsystem.	The	document	"Job-training	practice	orders"	allows	to	plan	and	set	parameters	of	students’	 practice.	 The	 access	 to	 the	 document	 "Job-training	 practice	 orders"	 is	displayed	on	the	navigation	panel	in	the	section	"Students’	structure	management".	It	should	be	noted	 that	 in	 the	document	"Job-training	practice	orders"	 the	 function	of	group	 filling	 of	 fields	 is	 realized	 (e.g.,	 if	 several	 students	 have	practice	 in	 the	 same	place,	or	the	same	position,	or	under	the	supervision	of	one	and	the	same	teacher).	On	 the	 basis	 of	 the	 documents	 "Curriculum"	 and	 "Job-training	 practice	 orders"	there	 may	 be	 created	 the	 following	 reports:	 "Schedule	 of	 students’	 distribution";	"Data	on	terms	of	job-training	practice".	The	 report	 "Schedule	of	 students’	distribution"	 contains	detailed	 information	on	students’	distribution	for	job-training	practice.	The	report	"Data	on	terms	of	 job-training	practice"	 is	 formed	on	the	basis	of	 the	document	 "Curriculum"	 and	 gives	 the	 information	 on	 job-training	 practice	 in	different	educational	groups.	8)	Preparation	of	electronic	and	printing	forms	of	diplomas	and	annexes	to	them.	The	 diploma	 is	 an	 official	 document	 about	 the	 graduation	 from	 a	 higher	 or	specialized	 secondary	 educational	 institution,	 award	 of	 an	 academic	 degree	 or	 an	academic	status.	Diploma	supplement	includes:	

























Figure	10.	Access	to	the	document	"Curricula"		The	 filling	of	 the	curriculum	may	be	carried	out	manually	and	by	 loading	of	 the	ready	 curriculum	 in	 the	 forms	 XML	 (standard	 format	 for	 curricula	 of	 training	directions	in	HVE	created	with	the	use	of	a	GosInsp	package).	





which	makes	it	possible	to	draw	up,	edit	or	simply	review	the	curriculum,	students’	distribution	 into	 educational	 groups	 and	 subgroups,	 distribution	 and	 control	 of	teachers’	 loading	 performance,	 to	 receive	 information	 on	 expelled	 students	 and	 so	on.	 All	 the	 above-mentioned	 allows	 to	 increase	 the	 quality	 and	 efficiency	 of	 dean's	offices	 work,	 to	 evaluate	 more	 precisely	 the	 consequences	 of	 solutions	 aimed	 to	improve	the	educational	process.	The	following	perspective	opportunities	should	be	singled	out:	1)	 The	 formation	 and	 tracing	 of	 training	 sessions,	 work	 in	 scientific-research	groups,	societies,	sports	sections	and	studios;	2)	Distribution	of	classroom	fund	and	other	resources	involved	in	the	educational	process;	3)	The	consideration	of	days	off	and	holidays	in	regard	to	the	educational	process	planning.	
CONCLUSION	Thus,	 the	 application	 of	 the	 specified	 functionality	 system	 "1C:	 University"	increases	the	efficiency	of	dean's	office	interaction	with	key	structural	divisions	of	a	higher	 education	 institution	due	 to	 the	 integration	of	 educational	 process	planning	modules,	 management	 of	 student's	 structure,	 "Finance",	 "Mailing",	 etc.	 That	 gives	opportunities	for:	–	the	dean's	office:	to	quickly	obtain	all	necessary	information	on	teachers	of	the	chairs	 that	 perform	work	 at	 the	 faculty,	 students’	 ratings	 prepared	 by	 the	 teacher,	subjects	 of	 term	 papers,	 monitoring	 of	 progress	 and	 attendance,	 information	 on	students	that	fail	to	pay	for	training,	etc.;	–	chairs:	 to	quickly	obtain	all	necessary	 information	on	the	students’	contingent,	distribution	of	students	into	groups	and	subgroups,	the	list	of	disciplines	assigned	for	chairs,	schedules	of	educational	process	and	curriculum	of	all	directions	and	profiles	of	training,	data	on	students,	information	on	the	planned	events,	etc.;	–	the	educational	management:	to	independently	and	quickly	receive	all	necessary	information	 on	 the	 students’	 contingent,	 schedules	 of	 educational	 process	 and	curricula	 of	 all	 directions	 and	 profiles	 of	 training,	 summary	 data	 on	 examination	sessions	 and	 intermediate	 certifications	 results,	 attendance	 of	 training	 sessions,	teachers’	academic	loading,	etc.	for	all	faculties	on	a	real-time	basis;	–	 education	 and	 sociocultural	 activity	 management:	 to	 quickly	 obtain	 the	information	 on	 the	 events	 planned	 at	 faculties,	 data	 on	 students’	 and	 graduates	employment.	–	 financial	 and	 economic	 management:	 to	 quickly	 obtain	 the	 information	 on	expelled	students,	 students	 trained	on	contractual	basis;	on	students’	 transfer	 from	fee-paying	education	to	free	of	charge	training,	etc.	





during	 the	 educational	 process;	 to	 automate	 the	 formation	 and	 preparation	 of	necessary	documents	for	printing	(test	and	examination	sheets,	training	certificates,	orders,	etc.).	The	system	allows	to	realize	the	scheduling	of	the	educational	process:	the	management	of	 a	 higher	 education	 institution	 (vice	 rector	 for	 academic	 affairs,	the	chief	of	the	Educational	management,	the	chief	accountant,	etc.)	receive	the	tool	for	 the	 analysis	 of	 educational	 process,	 calculation	of	 academic	hours	 for	 academic	loading,	 scheduling,	 salary	calculation,	progress	of	a	 separate	group,	and	 the	whole	faculty	as	well.	
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